FACULTY DIRECTIONS FOR USING ACADEMIC PLANNING

Student Planning is a tool that students use for planning when they will take the classes required for their
program. Student Planning also allows the student and their advisor to interact in an e-advising platform
for approving registration in specific courses.

In order to use Student Planning, faculty will need to log in to Web Advisor and click on the ‘Academic
Planning’ link. Once you are logged in, this is the screen that you should see:

Daily Work v Advising v Advising Overview

Who would you like to work with?

Find a student by searching or selecting below.

Name or ID:| D Type a name or I0... Fi!ter:OStuc‘ent Advisor| Search

Mouse, Mickey 00604356 BA.Comm With Track in Social and Emerging Media

This home page shows all students that are assigned to you as a faculty advisor. To work on a specific
student, you can either scroll through the list of students, or enter their name or ID number. (Please note
that the ID number must be 7 numbers, so you may need to add some zeros in the front, i.e. 0060456)

Once you have clicked on the student that you would like to work with, you will be taken directly to the
Student’s Course Plan, as seen below. This course plan will show the current schedule of classes for the
student. You can toggle through the terms to see what the student may be planning to take in future
terms.

Mouse, Mickey

Review Complete

Student ID: 0060456

Course Plan last reviewed on 12/3/2018 by Minster, Brian

2 Fall 2019 + Flann

0
0

g Approve Iy o Protect = Unprotect

COMM-410: Social Media 40 S : t s 2 c
Wi selected Selected elected
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The schedule is shown in a list format, but you can also view the classes that are planned in a calendar
format. The calendar function allows for easy selection of alternative sections of a class and includes
notification if the classes are closed.

Course Plan Timeline Progress Course Catalog MNotes Plan Archive Test Scores Unofficial Transcript Grades

= Rer /e Planned Courses Register N
< » Sprtng 2019 [—] [+ _ 2 Planned Courses egister Now
Planned: 25 Credits Enrolled: 0 Credits Waitlisted: 0 Credits
M calendar
10L-121: Biologi Fam
Prin 1l x
8am BELS 1064 BELS 108 A RLLS 106 A
» View other sections
am
1 | HIEST- 108 A HEST-108 A HEST-108 A
10ar
of 1
11am
piT
COMM-202:
Ti m
Protected <P
cApplu\u:d 3pm
IS 108 HIMRA ST 08 FINRA
» View other sections 4pm

If you click on the ‘Progress’ tab, you will be able to view the students’ program evaluation. This is where
you can see what courses have been fulfilled and what still needs to be completed. At the top it will show
how many credits are completed, in progress, and planned. As you scroll through the General Education
Core and Concentration requirements, it will share information such as: GPA requirements, minimum
grades required in a course, and which specific courses fulfill each section.

Course Plan Timeline 9!05((";7- Course C -l!-llo_l_.: Notes Plan Archive Test Scores uUnofficial Transcript Grades
> BA.Comm With Track in Social and Emerging Media + | wview a New Program
(1 of 2 programs)

At a Glance

Cumulative GPA:

Institution GPA: {0.000 required) (0.000 required) i Program Completion must be verified by the Registrar.
Degree: Bachelor of Arts
Majors: Communications
Specializations: Social and Emerging Media Progress
Departments: Communications
Catalog: 20176
Total Credits 83 0f 120

Description
Bachelor of Arts in Communications with a track in Social

and Emerging Media Total Credits from this School 55 of 45

Program MNotes

Requirements

General Education Core

Must have 2.000 minimum GPA for this requirement.

Complete all of the following items. 1 of 9 Completed. [Hide Details

The students General Education requirements will be listed at the top, broken into each section. For
example, when you open up Theological Literacy, you are able to see all of the course options needed to

KGC 3/15/19



fulfill the requirement. It also explains that they need to take 2 religion courses. In Academic Planning,
you are able to click on a specific class to add it to the students’ course plan, along with viewing and adding
sections to the schedule.

e 0 0 ©

B.
Theological Literacy
Take 2 religion courses from the following: RELS-104 (World Religions), REL5-105 (Intro to Four Gospels), RELS-106 (Intro Hebrew Scripture), RELS-108
(Basics of Catholic Faith), RELS-203 (Gospel According to John), and RELS-210 (Jesus the Christ).
Complete all of the following items. 0 of 1 Completed. Fully Planned [Hide Details
Fully Planned 0 of 2 Courses Completed. Hide Details
Status Ema £ search Grade Term Credits
Planned RELS-106 Intro Hebrew Script 20195P ]
Planned RELS-104 World Religions 2019FA 3
Mot Started RELS-105 Intro Four Gospels
Not Started RELS-108 Basics Cath Faith
Not Started BELS-203 Gospel Acc'g John
MNot Started B S-21 Jesus the Christ

Below the general education requirements, you will be able to see what is needed in their Major
Concentration along with descriptions of what would fulfill each section. In the Communication-Media
Studies Concentration, students are expected to have a 2.0 minimum GPA in all of their courses. If a
student is currently in a course it will say ‘In Progress’. Depending on their grade, it will either change to
‘Completed’ or back to ‘Not Started’. You can also choose to hide or show as much detail you find needed
at the time. If you are focusing on courses needed in the Concentration, you can hide the details in the
General Education Core section.

Communications -Media Studies Concentration

Must have 2.000 minimum GPA for this requirement.

0 »

Complete all of the following items. 0 of 3 Completed. Hide Details
Al
Concentration

All students must take COMM-115, COMM-202, COMM-205, COMM-250, COMM-256, COMM-325, COMM-340, COMM-410, COMM-432, and COMM
450. (Minimum grade of C required)

2.000 Minimum GPA Required.
Complete all of the following items. 0of 1 Completed. Show Details

B.
Electives
All students must take one elective from any Communications course offerings. Students may also take ARTS-212, ENGL-216, MNMK-316, or MNMK-
355, (Minimum grade of C required)

2.000 Minimum GPA Required.

Complete 1 of the following 2 items. 0 of 1 Completed.

C.
Comprehensive Exam

All students must take a comprehensive exam,

Complete all of the following items. 0 of 1 Completed. Hide Details

Another unique function that is used in Academic Planning is the ability to plan out the students’ program
for the next several years. The curriculum has already been entered into the system and can be added to
the students plan if needed. (Most students will have this already loaded while they are working with the
Academic Advising Center). To load the curriculum for a student, simply click on the ‘Load Sample Course
Plan’ button on the Progress tab. An important thing to remember is the term that you would like the
plan started in. The curriculum tracks are designed in a way that mirrors the sequence sheet (i.e. take
NURS 200-level classes in spring of sophomore year for example). So if you need to add a course plan,

KGC 3/15/19



please keep the term in mind, as loading it into a term later than expected will cause you to do manual
maneuvering of the classes. As a guide, the sample course plan will be previewed before you actually load
it, just in case you need to change the term.

Course Plan

Timeline

Progress | CourseCatalog | Notes | PlanArchive | TestScores | Unofficial Transcript

)

BA.Comm With Track in Social and Emerging Media Viewa New Program

(1 of 2 programs)

At a Glance

Load Sample Course Plan ]

Load Sample Course Plan

The course plan allows you to assist your advisee in sequencing their courses,
providing the ideal path for meeting their academic goals.

(
First, choose the first term to use for your course plan:% Fall 2018
Next, select from one of your enrolled programs: )

° BA.Comm With Track in Social and Emerging Media

Or, choose a different program:| 2

Cancel

Load Sample Course Plan

This is an example of the sequence of course work to complete the selected
program. Press the Load button to apply these courses to the course plan.
Press the Back button to select a different sample plan.

th Track

| Fall 2018
ENGL-101: Writing |
COMM-115: Communication and Culture

Winterim 2018
ENGL-102: Writing Il
ENGL-115: Public Speaking
Spring 2019
| COMM-202: Communication Theary
COMM-205: Innovative Media
| 2019 Spring 1 8-Week
COMM-256: Law & Media Ethics
| 2019 Spring 2 8-Week
cancel
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Once the Course plan has been loaded, the Timeline tab will allow you to view the planned courses in a
term by term format.

Course Plan | Timeline Progress | Course Catalog | Notes | PlanArchive | TestScores | Unofficial Transcript | Grades
Remove Planned Courses Add a Term
2019 Summer 2 8-Week bl Fall 2019 X Spring 2020 x Fall 2020

COMM-325: Digital Media
Credits- 3

PHIL-101: Intro to Phal
Credits: 3

RELS-104: World Religions
Credits: 3

18 PManned Credits 3 Planned Credits

You can scroll back and forth between the terms to get the full picture of the students course plan. As
you can see above, Student Planning will give a visual indicator if there is a problem with the course plan.
For example, it is noted that COMM 250 is a pre-requisite for COMM 410. Student Planning will not stop
the students from planning the courses despite the missing pre-requisite. But the registration controls
set up in Colleague will stop the student from registering for the classes until all pre- and co- requisites
have been met. In the example above we would need to add COMM 250 to the plan. The easiest way to
do this is to click on the yellow notification and it will pull up the missing course for you to add. You can
also access the course through the Course Catalog.

The curriculum tracks that are loaded only dictate the order that the required courses should be taken.
They do not take into account any choice that may be available to the student. For example, there are 6
courses that can be taken to fulfill the Theological Literacy requirement and we did not want to take that
choice away from the students. So they are not built into the curriculum tracks. Students will need to use
the Progress tab to determine which classes they would like to take and add them to their plan to ensure
they are enrolled full-time. You can also add the classes to the plan if you are working with the student.
A good guide to use is the course sequence sheet from the student’s file, as this will lay out when the
student should look to take the specific core category.

When you want to add a class to your plan either search in ‘Course Catalog’ or click on the class in the
program evaluation under ‘Progress’ and click on the ‘Add Course to Plan’ button.
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Course Plan Timeline Progress Course Catalog | Notes ‘ Plan Archive Test Scores unofficial Transcript Grades | il

< Back To Course Catalog

Filter Results

Filters Applied: None

- SUBJECTS

el ll HiIST-108 Giobal Hist to 500 C.E. (3 Credits)

~*  LOCATIONS Global History to 500 C.E. is an examination of the development of civilizations through the impact of migrations and
= the development of global trade in Asia, Africa, the Near East, and Europe from the Paleclithic Period to 500 C.E.
[] Newtown, Bucks County (1)
[ ] Northeast Philadelphia (1) Requisites: None
[ off campus (1)
[ TERMS Locations: Northeast Philadelphia, Newtown, Bucks County, Off Campus
[] spring 2019 (1) Offered: Offered in Both Fall & Spring, All Years
= DAYS OF WEEK
l___.| Monday (1) * View Available Sections for HIST-108
[ ] Tuesday (1)
[ ] wednesday (1)
[ ) Thursday (1) K e vV 3 3
[ ] Friday (1)

= TIME OF DAY

When the ‘Add Course to Plan’ pop-up appears, you must select the term that you wish to add the course
to and click the ‘Add Course to Plan’ button again.

Course Details

HIST-108: Global Hist to 500 C.E.

Global History to 500 C.E. is an examination of the development of civilizations through the impact
of migrations and the development of global trade in Asia, Africa, the Near East, and Europe from
the Paleolithic Period to 500 C.E.

Credits 3
Northeast Philadelphia, Newtown, Bucks County, Off Campus

None

| This course is typically offered: Offered in Both Fall & Spring

[ 4w This course is typically offered: All Years

| Fall 2019 ']

Add Course to Plan

Once you determine specifically which classes you want to take in each term, you will need to develop a
schedule for the upcoming term based upon those classes. By clicking on the ‘Calendar’ option under
‘Course Plan’ you can determine which section fits best into the student’s schedule. When you click on
the ‘View Other Sections’ link for each class, all of the available sections will show on the weekly schedule
on the right side of the screen. Note that classes that are full have an error message indicating the class
is full.
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Course Plan | Timeline I Progress I Course Catalog | Notes [ Plan Archive

Test Scores | Unofficial Transcript | Grades E

[<][>] spring2019 (=] [+]

Planned: 25 Credits

Enrolled: 0 Credits Waitlisted: 0 Credits

[ Remove Planned Courses J [ mgimrm]

it ust [0 Calendar

NOMHeast

| Philadelphia Holy Sun Mon Tue wed Thu Fri Sat
i Family Hall 413 Fam |A
| (Lab)
Bam |
© This section is
full e |
BlOL-121-C:
Biological Prin 1 I 10am |
Seats Available: 0
Instructor: s, |
Instructor: pye 1=
Breuninger-Tenney, L |
12pm
Time: TTh 8:00 AM -
9:30 AM |
Dates: 1/7/2019 - 1pm ey
5/3/2019 o
Location: Northeast 2pm ;_IEJI 121 g é_g—{

When you find the class section that you would like to take
the course in a pop-up.

Section Details

BIOL-121-A: Biological Prin Il
Spring 2019

Instructors Stout, L (Istout@hol

Meeting
Information

M, W, F 8:00 AM 9:00 AM
/72019 - S/3/2019

, click on it from the left side and you will get

yfamily.edu)
Breuninger-Tenney, L (lkreuninger-tenney@holyfamily.edu)

MNortheast Philadelphia, Holy Family Hall 213 (Lecture)
M 2:00 PM 5:00 PM
1/7/2019 - 5/3/2019
mMortheast Philadelphia, Holy Family Hall 213 (Lab)

Dates 1/7/2019 - 5/3/2019

Seats Avallable 10 of 24 Total

Credits 4

Student Planning also allows for a communication log between the advisor and the student, including a
history of notes from previous advisors. | encourage you to use this feature, however, | caution you that
these notes are able to be seen by any administrator that has access to Student Planning and are also able

to be subpoenaed in a court of law.
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Advisee Details

< Back to Advisees

Mouse, Mickey

Review Complete
Student ID: 0060456

Programis): BA.Comm With Track in Social and Emerging Media, MSN.Nursing ourserianastevisied ona 2/6ra01 8 by Canaving Kelly
Educational Goal: BA Degree

Advisor(s): Brian Minster

B mmouse®@holyfamily.ed

Course Plan Timeline Progress Course Catalog Plan Archive Test Scores Unofficial Transcript Grades

Compose a Note View Note History

Hi Mickey,

When creating your schedule please be sure to select a single lettered section of ENGL 101 (ie ENGL
101-A, ENGL 101-D, etc.) Also, you will need to select either FEXP 100 AB, A9, A10, or A11. You only
Save Note need one section of each course. Please let me know if you have any questions.

Joe

Students will not be able to register for classes until their courses have been approved by their advisor.
The old process required faculty members to remove an FADV hold from the students account. Using
Student Planning, faculty advisors will have the ability to approve classes when they are off-campus, which
will electronically remove the “advising hold.”

Approval of classes is completed on the Course Plan tab. For the specific term that you would like to
approve, you can approve or deny each class individually or as a whole.

Course Plan Timeline Progress Course Catalog Notes Plan Archive Test Scores Unofficial Transcript Grades

< ? Fall 2018 - |+ Planned: 3 Credits Enrolled: 0 Credits Waitlisted: 0 Credits

o

Il List

@ Approve & Deny & Protect o' Unprotect

Approval = Course Credits | Instructor Time Location

COMM-115: Communication and No Section No Section No Section

Culture Selected Selected Selected

Once you have approved or denied the classes for the term, you will need to click on the ‘Review
Complete’ button. This will give you an option to create an archive of the students course plan, including
approved or denied classes, the timeline, and any notes that are entered. | encourage you to Archive each
review that you have completed. The Archive is stored on the Plan/Archive tab and can be accessed
through a downloadable PDF document for documentation purposes.
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I-Ioly Family

UNIVERSITY

L,D kcanavin o Sign out ? Help o

Daily Work ~ Advising ~ Advising Overview / e xevienr naz been complated) =

Advisee Details i
< Back to Advisees

Would you like to archive this course plan?

Cancel Archive

Mouse, Mickey l '
Review Complete

Student ID: 0060456

Program(s). BA.Comm With Track in Social and Emerging Media Colrse Plan lact rEviewad on-12/6/2018 by Canavin; Keily

Educational Goal: BA Degree

Advisor(s): Brian Minster

&= mmouse@holyfamily.eduy

Course Plan | Timeline | Progress | Course Catalog | Notes Plan Archive Test Scores Unofficial Transcript | Grades

Advisee Details
< Backio Advisees

search for courses Q

Mouse, MICkey Review Complete
Student ID: 0060456

Programi(s): BA.Comm With Track in Social and Emerging Media Course Plan last reviewed on 12/6/2018 by Canavin, Kelly
Educational Goal: BA Degree
Advisor(s): Brian Minster

Course Plan Timeline Progress Course Catalog Notes Test Scores uUnofficial Transcript Grades

Archived PDF Archive Date Archived By
B Download 12/6/2018 3:33:55 PM Canavin, Kelly
B Download 12/3/2018 11:54:35 AM Minster, Brian

- Download 11/12/2018 4:06:42 PM Minster, Brian

% Holy Family ( kcanavin €3 signout 2 Help 1
UNIVERSITY
Daily Work ~ Advising ~ Advising Overview J An archive has been created. >
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